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7 GEORGIA DEPARTMENT OF LABOR 

: f EMPLOYMENT SECURITY AGENCY 
ADMINISTRATIVE SERVICES DIVISION 

RECORDS MANAGEMENT AND CONTROLS 

APPLICATION FOR 
I Application Nimber 

AMENDMENT TO PECORDS RETENTION SCHEDULE ,' -. _I-__ 

Application Da 
Date Received Application No. Date Completed 

t 1 74-73 I- 
I Record Series Title: Unemployment risurance Benefit Payment Person to Contact: t' Certificatio; Files 

Item number to be amended: Item 16 on 1971 form Telephone No. 656-3040 

Reads as follows: no on confidentiality of records 

i 

Amended to read: yes on confidentiality of records 

! 

1 Reason for change:' Georgia Employment Security Law, Georgia Code Annotated, 54-642, 1M 

I S  5&b37 g 6) 

Division Director/Designe .~~ ~ . - D a t e T i M b  ..~ 

Records Management . - D a t e a / , $ - p o . . - . - - L .  

ESA Director: .  ate 9 / ~ q , / f d  
Date ~ ~ - 3 O - W - - -  

Attorney GeneraVDesignee: -- ? a t e - . j U d C d k  

Date- / b - 2 7 -  tic, 

i ESA-143 (3/80) 

I 

i 
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GEORGIA DEPARTMENT OF LABOR 
EMPLOYMENT SECURITY AGENCY f - 

2 33 4 7  
7 

--- 
ADMINISTRATIVE SERVICES DIVISION 

RECORDS MANAGEMENT AND CONTROLS 

APPLICATION FOR 
AMENDMENT TO RECORDS RETENTION SCHEDULE 

I Application N'Zmber 

74-73 ,! - 
FOR STATE RECORDS MANAGEMENT DIVISION USE 
Date Received Application No. Date Completed 

Application Date: 5/22/80 

JUi 2 1980 
I JUN 2 5 1980 7q-73-Q 

I I_ 
i Record Series Title: UnempbyxtEqt InSUance Benefit Payment Person to Contact: 

Certification Files Ellis Bransford, Benefit Claims 

Telephone No. 
Pat R ide l l ,  Investigations 656-3058 

656-3054 
Item number to  be amended:12 

Reads as follows: . . . .then IXanSfer to state Records Center; 
hold 3 year s and 1 quarter; then destroy. 

Amended to read: . . . .then transfer to S t a t e  Records Center; 
hold 4 years and 1 quarter; then destroy. 

fie federal Inspector-General maintains quality control checks on fraudulent 
Reason for change: claims made on unanplopent insurance funds by using a "cross*tch" 

i sampling bebeen unemployment claims and taxes mde on enployers' wage 
I i t  contributions to the unemployment insurance furd. The Investigation 
I 1  section uses this record series when stronger evidence is needed in a 

trial. 

j 

ESA-143 (3/80) 

~ ~~ 
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Georgia Department o f  Labor 

om 70 F - Sta te  O f f i c e  B u i l d i n g  

E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  OF P R E S E N T  A C C U M U L A T I O N ;  
R E C O R D  WILL C O N T I N U E  T O  A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E 1  

a .  E a r l i e s t  & La tes t  

!-1-74 - - Forward .- -Unemploynpt Insurance Bene f i t  Payment C e r t i f i c a t i o n s  F i l e s  

"What is t h e  f u n c t i o n  of t he  o f f i ce  i n  which t h i s  reco rd  ser ies  i s  created? 

The func t i on  o f  the Unemployment Insurance D i v i s i o n  i s  t o  implement the Georgia Employment 
Secur i ty  Law which requi res t h a t  lega l  e n t i t i e s  employing workers i n  Georgia repor t  and pay 
taxes on wages of such workers; and t o  subsequently pay unemployment insurance bene f i t s  t o  
such covered workers when they become unemployed through no f a u l t  o f  t h e i r  own and when they 
comply w i t h  c e r t a i n  e l  i g i b i  1 i t y  requi rements o f  the law. 

Administers payments under UC, UCFE, UCX Programs. Claims Operations Un i t  receives and approve' 
claims f o r  i n d i v i d u a l s  bo th  monetar i ly  and non-monetarily. Reviews and processes c e r t i f i c a t i o n  
r e q u i r i n g  payment o f  bene f i t s .  

9 .  Exact Ser ies T i t l e  
Dates o f  Series 

---___I_ I-.-_--___I_ 

* ** *** 

* ** 
Unemployment Compensation Unemployment Compensation Federal Employees 

*** 
Unemployment Compensation X-Service Men 

~ I _ _ L _  

1 - This f i l e  conta ins t h e  fo l low ing  documents ( inc lude form numbers and t i t l e s ,  if any, 

Documents. r e l a t i n g -  to :  

, 
and f i l e  arrangement ) . 

unemployment insurance b e n e f i t  payments t o  e l i g i b l e  claimants. 
a w e k t  Cek'i#icatiyn Torms 'rES< 420', 421, v '41b,- -408 & 460) 

* .- - 
File is arranged ilr-ckronolo i c 9 1  batches by''dgte paid? . - 9 -__ - - .. . .  4 

F :  , i L  * 
- - - _- 

thereunder 'numertcdLlg* z y th@;fi-r~t'two *-.- ,- 1 -  

f the l a s t  f ou r  d i g i t s  o f  Socia l  Secur i ty  Number. 

ATTACH SAMPLES OF T H E  F I U  

J 



,i [ X I  [ 1 
1 4 .  Is the re  a dupl icat ion of t h i s  series i n  another o f f i c e  or  agency? . [  1 [ X I  

15 .  Is the  information contained in' t h i s  series ever summarized o r  pdblished? [ 1 . [ X I  

16.  Does t h e  series contain c l a s s i f i e d  information 'requiring secu r i ty  handling? [ 1 [ X I  

17. Does t h e  series i n i t i a t e ,  amend or terminate  agency po l i c i e s  and procedures? [ 1 [ X I  

, ,  13. Is t h i s  t h e  Record Copylof t h e  series? 

I i 
Attach copy of summary o r  publ icat ion.  

18. Could t h e  funct ion be performed i f  t h e  f i l es  were l o s t  o r  destroyed? [ X I  [ 1 
19. Is t h e  series ( o r  major por t ion  of i t) regular ly  microfilmed? If yes ,  why? [ 1 [ X I  

20. p e s  t h e  record se ies $ro.v.de aata as input  t o  an EDP f i l e ?  [ X I  [ 1 ayments prompted %y c e r t i h c a t t o n s  becomes a permanent record on EDP tapes 

21. - Does _- t h e  record - -& series contain documentation - produced _ .  as - _  EDP p r in tou t?  - [ 1 [ X I  

22. Has t h e  Federal  Government issued in s t ruc t ions  governing t h e  retent ion/dispo-  [ X I  [ 1 

[ J [ X I  

i t i o n  of these files' 
%ayment records pust be maintained three years  and one quarter  as  p r o v i d e d  f o r  by f l  Federal instructions. 

1 3. W i l l  there  be a need f o r  t hese  records 10, 1 5  years  from now? I f  yes ,  what? 

2k. REQUIREMENTS. The following requires  t h e  f i l e s  t o  be'kept 3 yrs .  1 qtyears: 

a. [ ]STATE b. 1 ISTATWE OF c.  []AUDIT d .  []FEDERAL e .  [4ADMINISTRATIVE f .  []HISTORICAL 
LAW LIMITATION PERIOD L A W  DECI S I ON VALUE 

(Ci te  Law, Statute ,  or other reason for  the retention requirement) 

Based upon standard of dispost ion o f  o the r  claims department documnts. 

25. AGENCY RECOMFENDATIONS. This ngency recommends t the  f i l e  series be cu t  o f f  a t  t h e  end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR - [&R ,then : 

____ _____- ~- I___ 

0(] Hold i n  t h e  current  f i l e s  area 1 'month(s)/ y e a r ( s ) :  1 1 Qt r .  
[ X I  Transfer  t o  [ 4 S t a t e  Records Center [ ] Local Holding Area; hold3 Yrs 
C X ]  Destroy. 
{ ] Transfer  t o  S t a t e  Archives f o r  permanent r e t en t ion .  

y e a r ( s ) :  

i \ [ 3 Destroy immediately af ter  cut-off.  

, 
(Indicate b r i e f l y  r a t i o n a k  f o r  recmmendations 'ab 

, - i r :  .,.L * . .  . -  ..r . L L  .~ . _ .  _ - -  , 4 . -  . .,i a g t u ; ; ' ,  'j <;,- 

. .. .. ~ . .  . .  -- 

r wr i t e  'additional r 
- e ! m p .'? 
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STAT{ O??ICB O? BBCRLTARY O? 8ZATt  

DBPARZNBRT O? AICBIVBB b 1118TORT .. O'F A p p l i c a t i o n  for 
R E C O R D S  DISPOSITION STANDARD RBcolD8 Y*,AGBN..l DT.,,,,O. 6EORtIA 

PffiE 
1 

. _ _ _ _ _  

PP I:.tio* l o  Date Completed 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMUL 

The Function o f  the Unemployment Insurance D i v i s i o n  i s  t o  Implement the Georgia Employment 
Secur i ty  Law whfch require3 t h a t  lega l  e n t i t i e s  e'mploying woikers i n  Georgia-'report and pay 
taxes on wages o f  such workers; and to  subsequently pay unemployment Insurance bene f i t s  to  
such covered workers when they become unemployed through no f a u l t  of  t h e i r  own and when they 
comply with c e r t a l n  e l i g i b i l i t y  requirements o f  the Law. 

Adminlsters payments under Unemployment Compensation, Unemployment Compensation Federal 
Employees, Unemployment Compensation X-Servlce Men programs. Claims Operations U n i t  receives 
and approves claims for  i nd l v idua ls  both monetar l l y  and non-monetarily. 
c e r t i f i c a t i o n s  r e q u i r i n g  payment of benef i ts.  

Reviews and processes 

1 ~DB8CRtPTIOI OF 8ERIK8 - Inc lude  Tor. l o .  b ?or. T l t l c ,  i f  .ny 

Documents r e l a t i n g  to: Unemployment insurance b e n e f l t  payments to  e l i g i b l e  claimants. 
Included are: 

F i l e  i s  arranged i n  chr$nological batches by date pa d, thereunder numerlcal ly by the f u l l  
Social Secur i ty  Number. 

Payment C e r t i f i c a t i o n  Forms (ESA-420, 421, 411C, 408 8 460). 
D -1 

- 

\Ic * NOTE. -1 Standard DL-017 requlred f i l e s  t o  be arranged numerical ly by the  f i r s t  two of  the 
l a s t  four  d l g l t s  o f  Social Secur i ty  Number. This Is the  on ly  change i n  establ ished 
d i s p o s i t t o n  standard. 

I 

ABBUAL RAT2 O? ACCUYULATIOI 

AVLRAGK D A I L Y  REPBRLWCBS 
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13. Is t h i s  the Record Copy of t he  series? 1 
[ 1 ' - [XI 

[ I  14 

14. Is there a duplication of t h i s  s e r i e s  i n  another offi.ce o r  agency? 

15. Is the information contained i n  in this s e r i e s  ever summaiized or~publ i shed?  

16. Does the series contain c l a s s i f i ed  information requiring security-handling? j : - ' . - ,  [ ] j 

17. Wea the  series docpent  \.-: pol ic ies  and procedures of agency's operation -or  function? [ ] 

, . .  ! ' I  

. .  . - ^  ! :..- - - ~  . , ~ , . ~  ~. . , . -  . .. - .  

'[A 
~.[ij 

I' .. - . . ~. ; .,.. i;,; . ? > '  . a . - L -  . . .  
~. . .  ~ ! :- ,. . .  . . 

' . I '  

. 
18. Could the  function be performed i f  the f i l e s  were l o s t  o r  destroyed? 

,I , _  I . .  . 

11 14 1 19. Is the series ( o r  major portion of i t) regularly microfilmed? If yes ,  why? 

, .  [&I [ I  I 20, Does the  record se r i e s  prdvide data i n  ut  t o  an EDP f i l e ?  
Payments prompted by ter t f f  ications ye&fes- a permanent record on EDP tapes. I r I 14 I 21. Does the record series contain documentation produced as EDP pr intout?  

Based upon standard o f  dlspostion o f  other claims department documents. 1 
__ - 

recornen& tha t  t he  f i l e  s e r i e s  be cut of f  at the  end 
- 

YEAR -[qGTKER month ,then : 

. -.- I - , 

Recommendations, 


